Instructions of how to fill out and complete your Contract spreadsheet for the Public Law process for 2009.

1. Upon receipt of your contract spreadsheet, make a copy to work with and keep the original as backup copy in case you make a mistake in completing the required information.

2. the spreadsheet has three (3) tabs at the bottom, FSS Prices, Big4 Prices and Restricted Prices. Please do not change any of the formatting of this spreadsheet or it will fail to load into our system! All of the information in our records should be pre populated for you for your covered drugs only.
3. All fields requiring a price to be entered must be entered with a decimal point unless it is an exact dollar amount. (i.e. $4.00 may be entered as 4, $4.19 must be entered as 4.19 with the decimal point and any price under a dollar must be entered as .19 with a decimal point)

4. All fields requiring a date must be entered in the following format (MM/DD/YYYY, i.e. 02/02/2007)

5. All column headings are underlined for easy identification.
6. Complete the applicable tabs as follows:
TAB1: FSS or OGA Dual Prices tab:

A. Do not alter column A, Index.
B. You can verify all of the information that has been pre populated in columns B thru I, NDC1, NDC2, NDC3, Generic Name, Trade Name, Dispensing Unit, Package Size, and Current FSS Price. Please DO NOT alter.  If changes are required to these fields please contact the Contracting Officer (CO).  

C. Enter the proposed FSS price without the IFF in column J 
D. Enter the proposed FSS price with IFF in column K 
E. DO NOT change the FCP price in column L
F. Start Date has been filled in with 01/01/2009.  Please DO NOT alter this date.  All pricing will be effective as of 01/01/2009. 
G. End Date has been filled in with end of year 12/31/2009 or end of contract date if prior to end of year.  Please DO NOT alter.  If the date is incorrect please contact your contracting officer.
H. Enter Temporary FSS Price in column O (if applicable) or leave blank

I. Enter Temporary Price Start Date in column P (if applicable) or leave blank.
J. Enter Temporary Price End Date in column Q (if applicable) or leave blank 
K. Enter Previous Tracking Customer Price in column R

L. Enter Current Tracking Customer Price in column S

M. Enter Awarded FSS Tracking Customer Ratio in column T
N. Columns U-Y, Unit Of Sale, Quantity In Unit Of Sale, Unit Of Packaging, Quantity In Unit Of Packaging, and Unit Of Measure should be pre populated for you. Please DO NOT alter. If changes are required in these fields please contact your contracting officer. 

TAB2: Big 4 Prices tab: (For Dual pricing contracts only)
If your contract contains Big 4 prices click on the Big 4 Prices tab at the bottom on the spreadsheet and fill in the following fields as required. (If dual pricing has not been elected go to the Restricted Prices tab and skip to step 8.)
A. Do not alter column A, Index.

B. You can verify all of the information that has been pre populated in columns B thru I, NCD1, NCD2, NDC3, Generic Name, Trade Name, Dispensing Unit, Package Size, and Current BIG4 Price.  Please DO NOT alter.  If changes are required to these fields please contact the Contracting Officer. 

C. Enter Proposed BIG4 Price without IFF in column J 

D. Enter Proposed BIG4 Price with IFF in column K

E. Do not change the FCP price in column L

F. Start Date has been filled in with 01/01/2009.  Please DO NOT alter this date. All pricing will be effective as of 01/01/2009.
G. End Date has been filled in with end of year 12/31/2009 or end of contract date if prior to end of year.  Please DO NOT alter. If the date is incorrect please contact your contracting officer.
H. Enter a 1 in column O Remove if you want this item removed from the Big 4 prices or leave blank. This column is for internal use ONLY.
J.  Enter Temporary BIG4 Price in column P (if applicable) or leave blank
K. Enter Temporary Price Start Date in column Q (if applicable) or leave blank

L. Enter Temporary Price End Date in column R (if applicable) or leave blank

M. Enter Previous Tracking Customer Price in column S

N. Enter Current Tracking Customer Price in column T

O. Enter Awarded FSS Tracking Customer Ratio in column U

P. Columns V-Z, Unit Of Sale, Quantity In Unit Of Sale, Unit Of Packaging, Quantity In Unit Of Packaging, and Unit Of Measure should be pre populated for you.  Please DO NOT alter.  If changes are required in these fields please contact your CO.
TAB 3: Restricted Prices tab:

If your contract contains Restricted Prices click on the Restricted Prices tab at the bottom on the spreadsheet and fill in the following fields as required. (If you contract does not include any Restricted prices, save the copy of the spreadsheet and send to your Contracting Officer.)
A. Do not alter column A, Index.

B. You can verify all of the information that has been pre populated in columns B thru I, NDC1, NDC2, NDC3, Generic Name, Trade Name, Dispensing Unit, Package Size, and Current Restricted Price. Please DO NOT alter.  If changes are required to these fields please contact the Contracting Officer. 

C. Enter Proposed Restricted Price without IFF in column J

D. Enter Proposed Restricted Price with IFF in column K

E. Do not change the FCP price in column L

F. Start Date has been filled in with 01/01/2009.  Please DO NOT alter this date.  All pricing will be effective as of 01/01/2009.
G. End Date has been filled in with end of year 12/31/2009 or end of contract date if prior to end of year.  Please DO NOT alter. If the date is incorrect please contact your contracting officer.
H. Enter a 1 in column O Remove if you want this price removed from the restricted pricing or leave blank. This column is for internal use ONLY.
J. Enter Temporary Restricted Price in column P (if applicable) or leave blank

K. Enter Temporary Price Start Date in column Q (if applicable) or leave blank

L. Enter Temporary Price End Date in column R (if applicable) or leave blank

M. Columns S-W, Unit Of Sale, Quantity In Unit Of Sale, Unit Of Packaging, Quantity In Unit Of Packaging, and Unit Of Measure should be pre populated for you.  Please DO NOT alter. If changes are required in these fields please contact your CO.

N. Columns X – AL represents the different agencies that this restricted price is applicable to enter a 1 for yes and 0 (zero) for no.

7. Save the updated spreadsheet and e-mail it back to your Contracting Officer.
	Column
	Acronym
	Description

	X
	VA*
	Department of Veteran Affairs

	Y
	DoD*
	Department of Defense

	Z
	BOP
	Bureau of Prisons

	AA
	HHS
	Department of Health and Human Services

	AB
	IHS*
	Indian Health Services

	AC
	IHS2
	A separate branch of Indian Health Services

	AD
	DIHS
	Immigration and Naturalization Services

	AE
	SVH
	State Veteran’s Homes (All)

	AF
	SVH1
	State Veteran’s Homes Class 1

     Not through a Veteran’s Hospital

	AG
	SVH2
	State Veteran’s Homes Class 2

     Through a Veteran’s Hospital

	AH
	PHS*
	Public Health Services

	AI
	USCG*
	United States Coast Guard

	AJ
	TMOP
	DoD Mail Order Pharmacy

	AK
	CMOP
	VA Mail Order Pharmacy

	AL
	NIH
	National Institute of Health


* Indicates a BIG4 agency.  Also included are State Veteran Homes who have sharing agreements with the VA and have elected options 2, 3 or 4 (VHA IL 10-99-0001), and the division of Immigration Health Services that purchases drugs for use in their clinics.
DEFINITIONS: 

Temporary Prices - A temporary price is temporary price reduction under the FSS contract either to all users of the FSS or to specific users of the FSS. This is not the same as a temporary FCP calculation. The TPR may be limited to a specific timeframe (e.g. January 1, 2009 to 12/31/2009). If the TPR is available to all users of the FSS, you will update the price in the FSS (OGA) and Big 4 tabs. If the TPR is only available to select agencies, such as VA, then you will update the “Restricted” tab.

Restricted Tab – This tab will list TPR’s that are limited to select agencies and prices offered under a blanket purchase agreement (BPA)
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